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INSTRUCTIONS  FOR  SUBMITTING 
THIS  DISTANCE  LEARNING  ASSIGNMENT  BOOKLET 


When  you  are  registered  for  distance  learning  courses,  you  are  expected  to  regularly  submit  completed 
assignments  for  correction.  Try  to  submit  each  section  of  assignments  as  soon  as  you  complete  it.  Do  not  submit 
more  than  one  Assignment  Booklet  in  one  subject  at  the  same  time.  Before  submitting  your  section  assignments 
or  your  Assignment  Booklet,  please  check  the  following: 

• Are  all  the  assignments  completed?  If  not,  explain  why. 

• Has  your  work  been  reread  to  ensure  accuracy  in  spelling  and  details? 

• Is  the  booklet  cover  filled  out  and  the  correct  course  label  attached? 

MAILING 

1 . Postage  Regulations 

Do  not  enclose  letters  with  your  assignments  or  Assignment  Booklets. 

Send  all  letters  in  a separate  envelope. 

2.  Postage  Rates 

Put  your  assignments  or  Assignment  Booklet  in  an  envelope  and  take  it  to  the  post  office  and  have  it 
weighed.  Attach  sufficient  postage  and  seal  the  envelope.  Assignment  Booklets  will  travel  faster  if  sufficient 
postage  is  used  and  if  they  are  in  large  envelopes  that  do  not  exceed  two  centimetres  in  thickness. 

FAXING 

1 . Assignment  Booklets  may  be  faxed  to  the  school  with  which  you  are  registered.  Contact  your  teacher  for  the 
appropriate  fax  number. 

2.  All  faxing  costs  are  the  responsibility  of  the  sender. 

E-MAILING 

It  may  be  possible  to  e-mail  your  completed  assignments  to  the  school  with  which  you  are  registered.  Contact 
your  teacher  for  the  appropriate  e-mail  address. 
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FINANCIAL  MANAGEMENT  1030— SERVICE  BUSINESS  2 
SECTION  2 ASSIGNMENT  AND  SECTION  3 ASSIGNMENT 

Your  mark  for  this  course  will  be  determined  in  part  by  how  well  you  do  your  assignments. 

This  Assignment  Booklet  is  worth  40  marks  out  of  the  total  1 60  marks  for  the  assignments.  The 
value  of  each  assignment  and  each  question  is  stated  in  the  left  margin. 

Work  slowly  and  carefully.  If  you  have  difficulty,  go  back  and  review  the  appropriate  topic. 

Be  sure  to  proofread  your  answers  carefully. 


Section  2 Assignment:  Budgeting 

Read  all  parts  of  your  assignment  carefully  and  record  your  answers  in  the  appropriate 
places. 

1 . Two  purposes  of  a budget  are  planning  and  control.  What  is  the  difference  between  planning 
and  control? 


2.  Match  the  terms  in  the  left  column  with  the  definitions  in  the  right  column.  Write  the  letter 
for  the  term  in  the  blank  beside  its  correct  definition. 

Terms  Definitions 

a.  budgeted  income  statement  anticipated  costs  for  next  period 

b.  sales  budget  sometimes  referred  to  as  an  operating  budget 

c.  operating  expense  budget  anticipated  cash  receipts  and  cash  payments 

for  a fiscal  period 

anticipated  income  for  next  period  from  sales 


d.  cash  budget 
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3.  Sandra  has  sales  of  $100  000  for  20xx.  She  projects  an  increase  in  company  sales  of  15%  for 
20yy.  Her  expenses  for  20xx  were  $70  000.  What  would  you  expect  Sandra's  projected  net 
income  to  be  for  20yy? 


4. 


Using  the  following  comparative  balance  sheet,  complete  the  shaded  areas  in  the  form. 


Budgeted 

Actual 

Difference 

Assets 

Cash 

13  000.00 

960.00 

Accounts  Receivable 

29  500.00 

35  200.00 

Prepaid  Expenses 

3 700.00 

2600.00 

Land 

64  500.00 

64  500.00 

Building 

90  000.00 

166  500.00 

Equipment 

75  000.00 

146  400.00 

Automobiles 

30  000.00 

21  000.00 

Total  Assets 

Liabilities 

Bank  Loan 

40  000.00 

200000.00 

Accounts  Payable 

26  500.00 

18  700.00 

Mortage  Payable 

125  300.00 

112  770.00 

Owner’s  Equity 

Owner,  Capital 

113  900.00 

105  690.00 

Total  Liabilities  and  Owner’s  Equity 

5.  From  the  comparative  balance  sheet  in  question  4,  it  appears  that  the  company  purchased  far 
more  equipment  and  building  items  than  it  had  budgeted  for.  From  the  budget  information  in 
question  4,  how  did  the  company  pay  for  these  purchases? 
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6. 


What,  in  your  opinion,  is  the  problem  with  the  company's  cash  account? 


Section  3 Assignment:  Careers  in  Financial  Management 

Read  all  parts  of  your  assignment  carefully  and  record  your  answers  in  the  appropriate 
places. 

1 . Skills,  knowledge,  and  attitude  in  the  financial  management  field  are  essential  for  success. 
Describe  three  areas  of  knowledge  necessary  for  success  and  give  an  example  of  each. 


© 


2.  What  are  the  differences  between  a public  accountant  and  a private  accountant? 
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3.  Match  the  occupations  in  the  left  column  with  the  definitions  in  the  right  column.  Write  the 
letter  of  the  occupation  in  the  blank  beside  its  correct  definition. 


Occupations 

a.  sales  clerk 

b.  purchasing  clerk 

c.  auditor 

d.  cost  accountant 

e.  payroll  clerk 

f.  bookkeeper 

g.  accounts  receivable  clerk 

h.  controller 

i.  accounts  payable  clerk 

j.  tax  accountant 


Definitions 

responsible  for  paying  the  company’s  bills 

general  accounting  under  the  guidance  of  the 
accountant 

chief  accountant  in  a large  department 

reviews  the  books  and  records  of  a company 

specializes  in  managing  the  cash  of  a 
company 

responsible  for  collecting  accounts  owing  to  a 
company 

responsible  for  acquiring  merchandise  for  a 
company 

specializes  in  handling  taxation  matters 

responsible  for  selling  items  for  a company 

responsible  for  paying  employees  in  a 
company 


COURSE  SURVEY  FOR  SERVICE  BUSINESS  2 (FIN  1030) 

(©1996,  2003) 


After  you  have  completed  the  assignments  in  this  course,  please  fill  out  this  questionnaire  and  mail  it  to  the 
address  given  on  the  last  page.  This  course  is  designed  in  a new  distance  learning  format,  so  we  are  interested 
in  your  responses.  Your  constructive  comments  will  be  greatly  appreciated,  as  future  course  revisions  can  then 
incorporate  any  necessary  improvements. 

Name  Age  □ under  19  □ 19  to  40  □ over  40 

Address  File  No.  

Date  


Design 

1 . The  Student  Module  Booklet  contains  a variety  of  self-assessed  activities.  Did  you  find  it  helpful  to  be  able  to 
check  your  work  and  have  immediate  feedback? 

□ Yes  □ No  If  yes,  explain. 


2.  Were  the  questions  and  directions  easy  to  understand? 
□ Yes  □ No  If  no,  explain. 
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3.  Each  section  contains  follow-up  activities.  Which  type  of  follow-up  activity  did  you  choose? 

□ mainly  Extra  Help 

□ mainly  Enrichment 

□ a variety 

□ none 

Did  you  find  these  activities  beneficial? 

□ Yes  □ No  If  no,  explain. 


4.  Did  you  understand  what  was  expected  in  the  Assignment  Booklets? 
□ Yes  □ No  If  no,  explain. 


5.  The  course  materials  were  designed  to  be  completed  by  students  working  independently  at  a distance.  Were 
you  always  aware  of  what  you  had  to  do? 

□ Yes  □ No  If  no,  provide  details. 


6.  This  distance  learning  course  may  include  an  assortment  of  drawings,  photographs,  and  charts, 
a.  Did  you  find  the  visuals  in  this  course  helpful? 

□ Yes  □ No  Comment  on  the  lines  below. 


b.  Did  you  find  the  variety  of  visuals  in  this  course  motivating? 
□ Yes  □ No  Comment  on  the  lines  below. 
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7.  Some  activities  may  have  called  for  the  use  of  an  audiocassette,  videocassette,  or  CD.  Did  you  use  these 
forms  of  media? 

□ Yes  □ No  Comment  on  the  lines  below. 


8.  The  Student  Module  Booklet  may  have  directed  you  to  work  with  your  teacher.  How  well  did  you  work  as  a 
team? 

Student’s  comments:  


Teacher’s  comments: 


Course  Content 

1.  Was  enough  detailed  information  provided  to  help  you  learn  the  expected  skills  and  objectives? 
□ Yes  □ No  Comment  on  the  lines  below. 


2.  Did  you  find  the  workload  reasonable? 
□ Yes  □ No  If  no,  explain. 
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3.  Did  you  have  any  difficulty  with  the  reading  level? 
□ Yes  □ No  Please  comment. 


4.  How  would  you  assess  your  general  reading  level? 

□ poor  reader  □ average  reader  □ good  reader 

5.  Was  the  material  presented  clearly  and  with  sufficient  depth? 

□ Yes  □ No  If  no,  explain. 


General 

1 . What  did  you  like  least  about  the  course? 


2.  What  did  you  like  most  about  the  course? 


Additional  Comments 
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Only  students  enrolled  with  the  Alberta  Distance  Learning  Centre  need  to  complete  the  remaining 
questions. 

1 .  Did  you  contact  the  Alberta  Distance  Learning  Centre  for  help  or  information  while  doing  your  course? 

□ Yes  □ No  If  yes,  approximately  how  many  times?  

Did  you  find  the  staff  helpful? 

□ Yes  □ No  If  no,  explain. 


2.  Were  you  able  to  fax  or  e-mail  any  of  your  assignment  response  pages? 

□ Yes  □ No  If  yes,  comment  on  the  value  of  being  able  to  do  this. 


3.  If  you  mailed  your  assignment  response  pages,  how  long  did  it  take  for  their  return? 


4.  Was  the  feedback  you  received  from  your  correspondence  or  distance  learning  teacher  helpful? 
□ Yes  □ No  Please  comment. 


Thanks  for  taking  the  time  to  complete  this  questionnaire. 
Your  feedback  is  important  to  us.  Please  return  this 
questionnaire  to  the  address  on  the  right. 

If  you  are  enrolled  at  the  Alberta  Distance  Learning  Centre 
and  will  be  mailing  your  Assignment  Booklets  to  ADLC, 
you  may  return  this  questionnaire  with  the  final  Assignment 
Booklet  in  the  course. 


Learning  Technologies  Branch 
Box  4000 
Barrhead,  Alberta 
T7N  1P4 
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